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Capital Planning Committee

272 Main Street    Townsend, MA  01469


TOWN OF TOWNSEND

CAPITAL PLANNING COMMITTEE

INTRODUCTORY INSTRUCTIONS FOR MAKING A

CAPITAL IMPROVEMENT REQUEST
FOR THE CAPITAL IMPROVEMENT PLAN OF FISCAL YEAR 2020-2024
Request form(s) and summary sheet must be filled out by any Townsend department wishing to fund capital improvement(s).  Any spending request that meets one or more of the following criteria shall be considered a capital improvement for capital budgeting purposes:

1. Any expenditure that is to be funded by bonding. 

2. The acquisition or improvement of land.

3. The new construction, major reconstruction, or renovation of buildings, water and sewer facilities, streets, or bridges with a cost exceeding $10,000.  The costs of planning and design studies in preparation of such projects shall be included under this definition, together with operating expenditures, which can be directly assigned to such projects.

4. Purchase of equipment or vehicles with a useful life of at least five years and a cost exceeding $10,000.

5. The contracting of a long-term lease for equipment or vehicles.

Form A must be filled out for any capital project, which might be defined as a non-equipment, capital improvement.  For each project, departments should fill in only one form, which should detail all costs associated with the project in the FY 2020-2024 multi-year period.

Form B must be filled for any equipment item (includes vehicles) to be bought or leased that meets the definition of a capital improvement.  If more than one unit of the same equipment item for the same fiscal year is requested, the department should use only one form to answer questions on the units.  However, if the department requests the same equipment item over multiple years of the FY 2020-2024 Capital Improvement Plan, then a separate form must be filled out for each fiscal year any equipment is requested.

The Summary Sheet for the Capital Improvement Plan of FY 2020-2024 must be filled out to provide a summary of the capital improvement requests detailed in Forms A & B according to the fiscal year requested for funding in CIP, department priority, and costs.  For each form, there should be a separate request listed on the summary sheet.  (Hence, do not lump the same equipment requested for different fiscal years under one line.)  Organize each fiscal year’s prioritized requests around the fiscal year the project or equipment is being requested with requests for a closer fiscal year placed higher on the summary sheet than those for a more distant fiscal year.  Departments are asked to include capital project and equipment requests for the same fiscal year as part of one comprehensive ranking, not to separately prioritize capital project and equipment requests for the same fiscal year.  Requests for different fiscal years - but not the same fiscal year - can have the same ranking. 

Please note that departments are expected to fill out a request form for a capital project or equipment on items previously submitted only if amendments are needed. 
The Facility Inventory and/or Equipment Vehicle Inventory Forms need to be filled out in order to accurately track all Townsend’s Capital Assets. Attached is the inventory forms, please update the current inventory and make any necessary changes. These forms when completed will be used to compile an accurate Capital Inventory database. 
Completed forms should be returned to the Capital Planning Committee by December 1, 2018.   

[image: image1.png]